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MEMORANDUM FOR: Chief, Design and Analysis Divis ion 


Acting Chief, CORONA Project 


SUBJECT: Weekly Briefing and Status Report 
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1. As the size and tempo of the various programs and 
activities of the Office of Special Projects increases it has become 
evident that a more formal method of providing information on 
these programs to the Director, OSP, and his staff is required. 
Accordingly, each Monday at 1500 hours effective 10 January 1966 
addressees are requested to furnish a weekly status briefing on 
their respective projects and/or activities to the Director and his 
staff. 


2. The briefings shall not be longer than 30 minutes and 
will be oral with use of charts and/or written material as necessary'. 
The following Agenda or Format is given for purposes of guidance 
only. However, a report on all major headings is required. 

A. Financial 


(1) Program Budgets and Allocations 

(2) Contractual Obligations and Expenditures 

(3) Fiscal Forecast of Project 


B. Technical 


(1) Status of Engineering Approval of Specifications, 
Work Statements, Tests, etc. 

(2) Evaluation of progress made to date versus goals 

(3) Engineering problems, actions, solutions, effects, 
etc. 
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SUBJECT: Weekly Briefing and Status Report 


C. Production and Support 

(1) Status of achieving schedules and 
milestones 

(2) Status of facilities, operational 
and/or contractor 

(3) Security and contract status problems 

D. Current major problems 

(1) Identify 

(2) Proposed action 

E. Forthcoming major events and meetings 

(1) Identify 

(2) Discuss 


3. The planned order of presentation is as follows, but 
may be subject to change as circumstances dictate and the program 
progresses: 
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1 540-1 550 - CORONA Project 

1550-1600 - Design and Analysis Division 
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JOHN J. CROWLEY 
Director 

Office of Special Projects 
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